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Houska Joulua 

Joyeux Noel 

Froehliche Weihnachten 
Buone Feste Natalizie 
Linksmu Kaledu 

Boze Narodzenie 

Feliz Navidad 

God Jul 


Merry Christmas 





lame Sin 
y Was ie * Busy! 


r Bethlehem, in the year A. D. 1, there was a little 
Inn, well kept and carefully tended. To its owner, 
and to the people of the town it was an important Inn, 
but to the world outside, it meant nothing—nothing 
at all. 


Fate could have made that Inn the most famous in 
history, small as it was, and humble as it was. Its 
name could have been greater than the names of all 
the kingdoms, all the castles, all the cities and cathe- 
drals in the world. 


But—the little Inn was too busy! When Joseph and 
Mary knocked at its door, the Inn was full. Rich men 
were within its doors; money was flowing freely; the 
keeper was busy; the maids were busy; the Inn was 
busy—too busy for the greatest thing that ever hap- 
pened to it; too busy to open its door to the greatest 
event in all of history; too busy, even, to place its own 
name among the immortals. 

Great and successful men are never too busy with 
the little things to listen to the big things in the world. 
Sometimes it is an idea; sometimes an ideal. 

Abe Lincoln was a busy lad. He had wood to cut 
and fences to mend, work that kept him busy the whole 
of the day. But he was not too busy to work at his 
sums and his figures and his writing, long after the 
rest of the family had gone to bed. No, he was not too 
busy to prepare himself for one of the biggest jobs in 
the world. 

Orville and Wilbur Wright were busy. They had 
jobs, and they had work which had to be done. But 
they also had an idea. And they did not rest until they 
had made that idea master of the air. 

David Lloyd George grew up in an obscure Welsh 
village. His days were filled with the toil and sweat of 
making a living. He was busy—but not too busy to 
study his people, study his country, until his knowledge 
placed him at the helm of the British Empire. 

Schumann-Heink was busy. She had eight children 
and a husband and a household to care for. But she was 
not too busy to make herself a most beloved singer. 

Yes, the little Inn of Bethlehem was busy—too busy 
with its wining and dining—too busy with the clinking 
of its kettles and its monies—too busy to open its doors 
to all the greatness that was knocking there. 

Are we too busy with the petty things to make room 
for the big and lasting things of the world? HOW 
MANY OF US LIVE IN THAT LITTLE INN? § 


—The Guitarist 


from Baker Oil Tools, Inc. 
Los Angeles, California 
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HE executive secretary of today 

is expected to combine the of- 
fice skills of a stenographic pool, the 
memory of an elephant and the di- 
plomacy of Dean Rusk. She must 
also be a professional shopper and 
taste-maker. This is especially true 
when it comes to the delicate eti- 
quette of business gift-giving to 
clients, their wives, and other em- 
ployees. 

As the president of the 51-year- 
old Florists’ Telegraph Delivery As- 
sociation and a florist with a shop 
in Cedarhurst, Long Island, which 
handles many business floral re- 
quests, I am often asked to outline 
floral etiquette for firms. I have one 
or two examples to illustrate some 
ways businesses have used flowers for 
various important occasions. 


Floral Etiquette 


There is a big steel company in 
Chicago that sends flowers to bestow 
good luck blessings on new business 
enterprises. 


A large company in New Jersey 
sends flowers to funerals of em- 
ployees’ relatives. 


The president of a large airline 
encloses his personal card with a 
get-well bouquet to every emptoyee 
reported ill at home, or in the hos- 
pital. 


These are just a few of the ways 
very big business firms have found 
that they can improve their public 
and employee relations with bou- 
quets. As to when flowers are ap- 
propriate in a _ business situation, 
common courtesy and a little crea- 
tivity actually set the rules. 


The peak floral gift-giving season 
in business and private life, as you 
might imagine, is Christmas. Thou- 
sands of orders for America’s number 
one favorite Christmas flower, the 
Poinsettia, are placed by firms dur- 
ing the Yuletide. A little more un- 
usual is the Christmas story told to 
me by a midwest florist about a 


firm with a large national sales force 
which wires holly wreaths, gay front 
door decorations or mantel arrange- 
ments to the home of each salesman 
at Christmas. The unusual holiday 
gift idea came from a secretary in 
the home office and has been used 
quite successfully for a number of 
years. 


A Rose a Day 


In some large companies, executive 
secretaries keep a file of birthday 
and anniversary dates of important 
clients. Appropriate bouquets are 
sent to the homes for each occasion. 
Women with high positions in retail 
concerns are frequently recipients of 
bouquets from manufacturing firms. 
A large clothing manufacturer in 
New York City solved his gift prob- 
lem with roses. The firm had two 
out-of-town buyers who had never 
seen their line, so they sent one rose 
a day to each woman. It took 32 
roses and 32 days to win over one 
buyer and 40 roses to win the other. 
Both visited the company’s show- 
room and placed large orders. 


The reasons why flowers have be- 
come so much a part of good busi- 
ness etiquette are undoubtedly as 
varied as the types of flowers that 
one can send. Male executives seem 
to prefer floral gifts for women in 
business and wives of prime clients 
because they are personal but remain 
within the bounds of good business 
decorum. In addition, whether the 
flowers are sent locally or wired to 
another city, they are guaranteed to 
arrive at the date and at the place 
specified. If the executive’s secretary 
is in charge of the gift buying, she 
appreciates the simplicity and time- 
saving aspects behind the selection 
of a floral gift. This year, the sim- 
plicity has been carried to the utmost 
with the introduction of the FTD 
Catalog which makes it possible to 
select business gifts of flowers for 
all occasions for the first time 
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through an illustrated booklet. A 
busy secretary need never leave her 
desk if she has one of these handy 
reference leaflets at her disposal. The 
arrangement she chooses from the 
floral displays shown will be de- 
livered right around the corner or 
clear across the nation exactly as 
shown in the book. 


Orchids for the Ladies 


There are dozens of ways that 
flowers can help business to bloom. 
Banks often send orchids to women 
who have kept accounts with them 
for a number of years. A leading 
chain of beauty salons wires cor- 
sages to managers regularly through- 
out the year. 


Flowers and plants play another 
important role in the lives of busi- 
nessmen. Architects, knowing how 
restful greenery and the feeling of 
the outdoors can be to a man who 
spends most of his life cooped up 
in an office, plan huge indoor dis- 
plays of exotic plants in new office 
buildings. A leading commercial 
space planner and office designer, 
O’Neill Duffy of Duffy, Inc., New 
York City, says that very large pole- 
hugging plants are essential to the 
good decoration of all offices, no 
matter the line of business. His own 
ultra-modern offices reflect his per- 
sonal opinion with large-leaved phil- 
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odendron plants placed in strategic 
spots to add texture and interest to 
every room. 


So far, there has been no news of 
President Kennedy’s floral prefer- 
ences, but former President Eisen- 
hower used to request yellow roses 
for his office. The new First Lady, 
with her flair for the unusual, has 
changed floral arrangements at the 
White House with such charm and 
vibrance that a number of articles 
have been devoted to her special 
taste in full blown, rather informally- 
arranged bouquets. 


Flowers Speak for Themselves 


Flowers add a flourish on almost 
every business occasion. Many times 
they even speak for themselves as 
in the case of several executives who 
were held overtime at an office con- 
ference. A number of the men had 
dinner engagements with their wives 
in the suburbs and would be late or 
miss their appointments completely. 
A smart secretary came to the rescue. 
She saw to it that lovely bouquets of 
forget-me-nots were sent to each 
executive’s wife within the hour. The 
conference continued into the wee 
hours without one angry wife. 


Obviously, it was the secretary’s 
“shorthand” message that saved that 
situation. e 
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The new officers of the Institute for Certifying Secretaries elected at the Sep- 
tember meeting were: Dean, Dr. Carlos K. Hayden, University of Houston, Texas; 
Assistant Dean, Dr. Mina M. Johnson, San Francisco State College, California; 
Secretary, Mrs. Athena B. Bates, Woodland Hills, California. 

Dr. Carlos K. Hayden, Professor of Business Education and Chairman of the 
Department of Business Education and Secretarial Administration at the Univer- 
sity of Houston, is not a newcomer to the Institute—he is beginning his fifth year 
as a member of the Institute, served last year as Assistant Dean, and has proctored 
the CPS examination each year since the beginning of the program. 

Dr. Hayden has had business experience as well as teaching experience. He 
taught in the Ohio high schools and at Ohio State University before going to the 
University of Houston. He is a member of Phi Kappa Phi, Delta Pi Epsilon, and 
various professional business education organizations. 

He has served as editor of the NATIONAL BUSINESS EDUCATION 
QUARTERLY and has written numerous articles for professional publications. The 
most outstanding contributions being in Monograph 75, MAJOR ISSUES IN BUSI- 
NESS EDUCATION and co-author of the text book PRINCIPLES AND PROB- 
LEMS OF BUSINESS EDUCATION. 





Dr. Hayden received his Ph.D. from Ohio State University; he is married and 


has two children. 


HE annual meeting of the In- 

stitute was held in Kansas City 
on September 9-10. Two changes in 
regulations were approved at this 
meeting. 


Qualifying and Requalifying 

The time period for taking the 
examination after qualifying has 
been extended from three to five 
years effective immediately. This 
change in regulations permits an ex- 
tension of time for the 1958-1961 ap- 
plicants. For example, a candidate 
who was approved in 1958 has until 
1962 to take the examination without 
requalifying and the one approved 
in 1959 has until 1963. If the candi- 
date does not take the examination 
within five years of the date on which 
the application is approved, a second 
processing fee must be paid and 
credentials re-evaluated. 


Basic Requirements 


Effective with the 1963 examina- 
tion, the present requirement that an 
applicant must be at least 25 years 
of age will be eliminated. Basic re- 
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quirements for qualifying for the 
CPS examination which will remain 
in effect are as follows: 


1. Have a combined total of seven 
years of verified secretarial exper- 
ience and full time (or equivalent) 
post-high school education, including 
a minimum of three years of veri- 
fied secretarial experience. Persons 
who have not been graduated from 
high school and who have had no 
post-high school education shall have 
eight years of secretarial experience. 


2. Have at least 12 months of 
continuous secretarial experience 
with one firm; all secretarial ex- 
perience must be within the last 25 
years. 


3. Submit the names and ad- 
dresses of employers so that the na- 
ture of work experience may be veri- 
fied. 


All experience requirements are 
computed as of December 1, the 
deadline date for making application 
for the examination. The applicant 
need not be a member of The Na- 
tional Secretaries Association or em- 


Certified Professional Secretary 


by Carlos K. Hayden 9» Dean of the Institute for Certifying Secretaries 


ployed as a secretary at the time 
of application. Either men or women 
may take the examination. 


Professional Development 


Beyond CPS 


A professional person accepts the 
principle of continuing education. A 
constant and regular improvement of 
one’s knowledge, skills, and attitudes 
is important in professional growth 
of a secretary. Attaining the CPS 
certificate has been established as 
a worthwhile goal, and over 2,200 
secretaries have achieved it. This 
goal is not to be considered the end 
of education for any secretary. The 
interest and enthusiasm evidenced at 
the Human Relations Seminar and 
the World Affairs Seminar which 
were held last summer was an indica- 
tion that the professional secretary’s 
desire for educational enrichment 
continues beyond the achievement 
of the CPS certificate. 


An announcement will be made 
soon concerning the CPS Seminars 
which will be held during the coming 
year. 
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Examination Statistics 


Examination Results ti ae 








é Number Total CPSs 

Year Candidates Retakes Candidates Certified (Cumulative) 
1 9 6 1 1951 281 P 281 62 62 
1952 409 33 442 123 185 
1953 468 204 672 175 360 
N the August 1961 issue of THE 1954 560 344 904 222 582 
SECRETARY, 255 secretarieswere 1955 447 400 847 190 772 
listed who were certified on the basis 1956 617 454 1071 211 983 
of the examination given in May. 1957 678 562 1240 244 1227 
The table at the bottom of this page 1958 783 708 1491 239 1466 
shows 2,251 secretaries have been 1959 818 798 1616 245 1711 
certified in the eleven years of the 1960 721 938 1659 285 1996 
1961 640 975 1615 255 2251 


CPS program. These secretaries, at 
the time of certification, represented 
forty-seven states, Canada, and 
Puerto Rico. The success of candi- 
dates taking the examination for the 
first time was slightly lower than last 
year with an average number of sec- 
tions passed of two and three-tenths. 
The distribution by number of sec- 
tions passed by new candidates is as 
follows: 


Percentage Passing by Sections 


Sections 








The “l-wasn't- born- 


yesterday” type 


Passed Number Per Cent 
6 47 7.4 
5 59 9.2 Capable, good-natured, 
4 61 9.5 nobody’s “yes” girl, she’s a joy 
3 84 13.1 in every office. That’s why her 
opinions are respected. 
: 117 18.3 Naturally, she commands a very 
1 131 20.5 respectable salary. 
0 141 22.0 This girl is an enthusiastic 
a —— STENOSTIK user. When salesmen 
640 100.0 try to sell her “just-as-good” 


In addition to the 47 secretaries 
who completed the examination on 
the first attempt, 111 completed on 
the second attempt, 70 on the third, 
and 27 on the fourth to the ninth 
attempts. Fifty-three per cent of the 
4,238 candidates who have attempted 
the examination more than once have 
been certified. 

The percentages. passing each sec- 
tion of the examination this year 
were as follows: 


Distribution of Sections Passed by 
New Candidates 





ball pens, she asks: “Is it 
feather-light and beautifully 
balanced like STENOSTIK? Does 
it start fast, flow smoothly 
without skips or clots? Does it 
have a long-tapered grip to 
comfort tired fingers? Can you 
match STENOSTIK’s quality 
for 39¢, 3 for $1?” 


She wasn’t born yesterday. 
That’s why she is loyal to 
STENOSTIK with its full-length 
cartridge ink supply in blue, 
black, red or green. Join the 
STENOSTIK Club of Superior 
Secretaries today. 


New Retakes 
Human Relations 50 50 , 
Se | a A.W.FABER’S 
Business Administration 33 42 S S 
Accounting ........................33 31 TENO TIKe 
Secretarial Skills.............42 30 


Secretarial Procedures .... 36 42 
THE SECRETARY—December, 1961 
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T is fun to think—especially when 

you use the gold mine between 
your ears!! 

It has been said that if we were 
able to duplicate your brain, it 
would 


@take a building the size of the 
Empire State Building to house 
it; 


@take all of the electricity from 
Niagara Falls to run it; 


@take all of the water from Ni- 
agara Falls to cool it! 


You Are Creative 


You have the equivalent of all this 
machinery housed between your ears. 
We know that 


@ you do not have to be a mental 
genius to be creative; 


@ you do not have to be a college 
graduate to be creative; 


® you were born with the ability to 
be creative. 


Einstein is purported to have said 
that “Imagination is more important 
than knowledge.” To be creative you 
have to practice the art of using your 
imagination. 
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You Can Become More Creative 


One effective technique for creative 
thinking is called “brainstorming.” 
You can learn how to brainstorm 
through self-study.2 If you want to 
have fun while you are learning— 
attend a meeting where a demonstra- 
tion on how to brainstorm is being 
given. You can have even more fun 
by studying, observing, and then par- 
ticipating in a brainstorming session. 


The basic rules that are useful in 
stimulating ideas during a session 
are: 


1. Criticism is ruled out.’ 


2. “Free-wheeling” is welcomed. 
The wilder the idea the better. 


3. Quantity is wanted. The greater 
the number of ideas, the more 
the likelihood of winners. 


4. Combination and improvement 
are sought. Try to combine two 
or more ideas into a new one. 


You Can Use Brainstorming 
Techniques 
Brainstorming is not new. It is not 
a fad. It is currently being used by 
many major universities, businesses, 


by Fred S. Cook 


Educational Director 


and by individuals to solve daily 
problems. 


The author has had the pleasure of 
conducting brainstorming sessions at 
NSA chapter, division, regional, and 
district meetings. We have empha- 
sized that the collection of ideas— 
brainstorming—is fun and can be 
productive. 


We have also emphasized that the 
key to the success of such a session 
is how the suggested ideas are uti- 
lized. For example, one NSA member 
told her employer about the brain- 
storming materials she had received 
at a division meeting and suggested 
he use them in a staff meeting. He 
did—she got a promotion and a raise! 

We used several basic NSA prob- 
lems at each meeting as questions to 
be brainstormed. We obtained ap- 
proximately fifty “answers” to each 
question—in less than ten minutes 
per question. 


Can You Top This? 


Let’s see if one of these ideas 
sparks a thought for your use: 

How can we be sure that all mem- 
bers remain interested in and active 
in our Chapter? 
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Provide baby sitting service .. . 
have meetings in offices . . . coeduca- 
tional meetings . . . homework for 
absentees . . . use an idea box... 
free trip to division meeting . . have 
members talk about themselves .. . 
their jobs . .. give green stamps... 
require speakers to take truth serum 
. . . have husbands put on programs 

. . vary the meeting place and rou- 
tine. 


What type of education programs 
should our Chapter sponsor? 


Eighth grade arthmetic . . . how 
to live on your salary .. . table 
topics . . . new equipment and sup- 
plies . . . how to study . . . how to 
listen . . . how to read faster . . . how 
to deal with frustrations . . . how to 
solve office problems. . . how to get a 
raise. 


Remember, we were interested in 
collecting all ideas — the wilder the 
better. Remember, also, the answers 
given here are only the “germ” of an 
idea. It is always necessary for the 
chapter members to select, evaluate, 
refine, and then try an idea. 


Brainstorm Your Problems 


Why not help your chapter do a 
more effective job by using brain- 
storming to solve your problems? 
Step by step procedures for conduct- 
ing a brainstorming session will be 
sent to chapter presidents as PRO- 
GRAM OF THE MONTH NUM- 
BER 3. The references given below 
will also be of value to you. B 


1. Osborn, Alex. The Gold Mine Be- 
tween Your Ears. Ticonderoga Pub- 
lishers, 230 Park Ave., New York. 
$0.15. 


2. Osborn, Alex. Applied Imagination. 
Charles Scribner’s Sons, 597 Fifth 
Ave., New York. $3.75. 


3. Creative Education Foundation, 1614 
Rand Building, Buffalo 3, New York: 
Principles and Procedures of Brain- 
storming. Free. Also bibliography 
and other materials on _ creative 
thinking. Single copies free. 
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1. The ABC Company purchased 


125 tires from the Cole Tire 
Company on March 27. The in- 
voice amounted to $1,693.44 plus 
$161.08 Federal Excise Tax, or 
a total of $1,854.52. The Cole 
Tire Company allowed the ABC 
Company a 25% trade discount, 
and the terms of the invoice were 
2/10, n/30. On April 5, the ABC 
Company paid the invoice. The 
check was in the amount of 

(a) $1,353.80 

(b) $1,363.07 

(e) $1,397.99 

(d) $1,405.76 


2. A 60-day, 4% note dated June 


10, face $420.00 was discounted 
at the bank at 5% on July 1. 
The proceeds were 

(a) $417.73 

(b) $420.51 

(c) $421.45 

(d) None of these 


. Mr. Jones bought a supply of 
gas stoves for $123.75. To make 
a substantial profit, he decided 
he must receive a 25% mark-up 
on each stove. What was the 
selling price? 

(a) $154.69 

(b) $165.00 

(c) $166.56 

(d) None of these 


. The ABC Company computed 
the cost of goods sold in 1960 to 
be $540,000; January 1 inven- 
tory $50,000.00, and December 
31 Inventory $40,000.00. What 
was the company’s turnover for 
the year? 
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(a) 3 
(b) 6. 
(c) 10% 
(d) 12 


. The ABC Company in calculat- 


ing the cost of inventory used the 
theory that the merchandise pur- 
chased at the beginning of the 
year was sold first, and the 
merchandise purchased later was 
the inventory on hand at close 
of the accounting period. This 
method is known as 

(a) LIFO. 

(b) Inventory at Cost. 

(c) FIFO. 


(d) Book Inventory. 


6. The balance per statement from 


the bank June 30, 1960, was $12,- 
821.60. A check of the records 
revealed the following errors and 
omissions in the books during 
June: Check 181 for $96.80 was 
entered in the books as $98.60. 
The bank collected a_ note, 
$200.00, which was not recorded. 
Bank service charge for the 
month, $3.10, was not recorded. 
A deposit of $800.00, made June 
30, had not been included on 
bank statement. Checks as fol- 
lows had not cleared through the 
bank: 

No. 187 - $20.60 No. 190 - $12.10 
No. 189 - $49.40 

No. 191 - $1,679.90 

The book balance before cor- 
rections was $11,663.60. After 
corrections the balance should 
be 

(a) $11,859.60 
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(b) $11,865.40 
(c) $13,621.60 
(d) None of these 


. The ABC Company had a lift 


truck which cost $500 with an 
estimated life of 5 years. The 
company expects to trade the 
lift in for $100.00 after 10,000 
hours use. It was used 1,500 
hours the first year, 2,500 hours 
the second year, and 2,000 hours 
third year, 1,800 hours the 
fourth year, and 2,200 hours the 
fifth year. Using the unit-of- 
output method of depreciation, 
what was the depreciation the 
fifth year? 

(a) $26.67 

(b) $37.96 

(c) $80.00 

(d) $88.00 


. In the above problem, using the 


straight line method of deprecia- 
tion, the depreciation used for 
the first year would be 

(a) $60.00 

(b) $80.00 

(c) $133.33 

(d) $137.63 


. On an Income Statement for a 


retail merchandising firm, which 

of the following items would not 

be listed? 

(a) Office Equipment 

(b) Rent Expense 

(c) Depreciation Expense 

(d) Sales 

The EFG Tire Company of 

Cleveland, filled the ABC Com- 

pany of Chicago order and sent 

it C.O.D. by means of an order 

bill of lading with sight draft 

attached. At the time of making 

shipment, the order bill of lad- 

ing with sight draft was sent to 

(a) The freight company mak- 
ing shipment. 

(b) The ABC Company. 

(c) Toa bank in Chicago. 

(d) None of these. 





mswers 


(2) “OT (2) 
(®) (P) 
(q) (q) 
(P) (q) 
(8) (P) 





Cor oS 
aN oO + 15 
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Famous Acco fastener Keeps papers secure 


Simply slip punched papers over pronged base section Holds letter, legal—any size sheets. Ideal for work sheets. 
of fastener. Then add compressor section to lock papers Comes in 7 base lengths —from 2%” to 8%”. Up to 6” 
and prongs in place. capacity. 





Makes folders spillproof At its best in Accobind 


To avoid the hazards of loose paper filing, simply punch _The fastener is built right into this Accobind folder. 
two holes in any ordinary folder and insert Acco fastener Made of firm pressboard, it never sags, saves file space. 
as shown above. Choice of 5 colors. 


ACCO FASTENERS 


ACCO PRODUCTS A Division of Natser Corporation, Ogdensburg, N.Y. @ In Canada: Acco Canadian Co., Ltd., Toronto 











The Secretary 


Keli 


by Mrs. Nadeene Countryman 


Y office does not compare with 

the modern up-to-date offices of 
many institutions; rather, like most 
nonprofit organizations it can best 
be described as “pot-luck,” with our 
potpourri of furniture, the latest 
office equipment, and the innate de- 
termination of our staff members to 
fulfill our goals. 

The Council of Churches is unique, 
and because it is I feel my job is too. 
The Council belongs to the town. 
Past my desk each day go the towns- 
people—great and small in the com- 
munity’s eyes—each to be warmly 
greeted by me, and by name if pos- 
sible. Under my gaze pass the great 
personages of our time — religious, 
political, and the lowly, inadequate, 
those who have faced misfortune— 
each to be served by our various divi- 
sions and departments according to 
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Secretary to Dr. T. Ross Paden, Executive Director of the Greater 
Spokane (Washington) Council of Churches 


their need—for service is our busi- 
ness. 

What is the Greater Spokane 
Council of Churches? It is an agency 
through which Protestant and Ortho- 
dox Churches in the Spokane area 
express their common faith in Jesus 
Christ and cooperate to focus the 
light of that faith on all phases of 
community life. The Council is the 
direct creation of the churches. It is 
their accredited agency for coopera- 
tive planning, Christian fellowship, 
and united action. The Council of 
Churches is not a free-lance organiza- 
tion nor an independent association 
of individuals. It has a carefully 
drawn constitution, ratified by the 
cooperating churches. In writing 
about my position as secretary to the 
Executive Director of our Council, 
I feel it necessary to give this brief 


explanation of the purpose and phil- 
osophy of the Council of Churches. 
The organization chart of the 
Council shows seven divisions: Chris- 
tian Education, Christian Missions 
and Service, Church Planning and 
Strategy, Finance, Life and Work, 
Social Welfare, and Weekday Re- 
leased Time Education. Many of 
these divisions have various sub- 
committees which function through- 
out the year. More often than not, a 
vast amount of concentrated plan- 
ning and effort is undertaken before 
the finished program or activity is 
presented. This effort is necessary to 
arouse the consciousness of church 
men and women in the local com- 
munity, to direct our emphasis, to 
develop and promote leadership in 
the fields of education, world mis- 
sions, family life, industrial relations, 
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discrimination, and current legisla- 
tion. 

The list of the Council’s many pro- 
gram units and civic activities would 
fill several pages. The list looks im- 
pressive when you pile them all 
together at one time, but it covers 
many hours of volunteered time, 
talent, and energy, and many years 
of laying the foundation for a united 
voice on matters of ethical, moral, 
and religious concern. Add to the 
aforementioned a staff of sixteen 
people, many with a problem, sug- 
gestion, complaint or question for the 
“boss.” To channel these in the right 
direction, take some of them off the 
“boss’s” shoulders, praise, pacify, 
supply information, referee, and yet 
be one of the family, is all part of my 
job. 

If I were to choose the quality 
most necessary for this job, it would 
be flexibility—for the elected leader- 
ship of the Council changes bi- 
ennially. Accordingly, with each 
newly elected group of officers comes 
a change of routine and policy; there- 
fore, I must alter my habits to meet 
the challenge. In addition, our execu- 
tive director is often out of town and 
anything can happen, from an irrate 
client to an unexpected visit from 
some titled head of the National 
Council of Churches. All must be 
served. 

The Division of Social Welfare in- 
cludes in its area of concern three 
major departments: the Department 
of Ministry to Institutions, the De- 
partment of Religion and Health, 
and the Department of Direct Aid, 
this being supplemental aid given to 
the needy. The effort of the Divi- 
sion is to represent the United Prot- 
estant way of ministering directly to 
human needs as they are outlined for 
us in our Lord’s Parable of Mat- 
thew 25: 31-40; to feed the hungry, 
to clothe the naked, to shelter the 
stranger, to visit the sick, to visit 
the imprisoned, to visit the father- 
less and widowed, to bury the dead. 
We are endeavoring to promote co- 
operative action between the churches 
and social agencies to create a better 
community. 

In meeting human needs, we become 
involved in all phases of life. To 
my desk come the mentally dis- 
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turbed, those with criminal records, 
the pervert, the alcoholic, and those 
who have suffered a temporary mis- 
fortune. Oftentimes we cannot solve 
the problem, but our job is to lend a 
listening ear. These individuals, who 
realize they have a need for Chris- 
tian counseling but who have had no 
direct contact with a church for 
many years, perhaps since early 
childhood, or maybe never, come to 
our office because it represents an 
outlet of love and compassion. How- 
ever, it is sometimes necessary to 
refuse financial aid to a client, since 
it may be more harmful than con- 
structive. 

As to the rudiments of my job, 
these are as varied as the depart- 
ments, programs, and activities of 
the Council. My work revolves 
around the policies established by 
these various and sundry committee 
meetings, division meetings, and the 
board of directors. I handle the cor- 
respondence by means of shorthand 
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and my typewriter. I have a minia- 
ture telephone panel, consisting of 
several extensions and intercom. I 
scan and distribute two mail deliv- 
eries each day and work with our 
print shop on all mimeograph and 
multilith work. I also supervise the 
volunteer help. I sit in on staff and 
committee meetings to take minutes 
by shorthand; attend leadership 
training schools and seminars. Often 
my job is the unofficial hostess at 
many Council functions. On occa- 
sions I represent “my boss” at com- 
munity and civic affairs. My job and 
“my boss” demand loyalty, initia- 
tive, enthusiasm, and dedication. 

It is my feeling that as one who 
has been privileged to have training 
and experience which qualifies for 
community service, I am obligated to 
use this knowledge for the general 
welfare of my community and my 
church. 

Mine is an inspiring and satisfy- 
ing job. I love it! = 





Mrs. Nadeene Countryman, Secretary to Executive Director of the 


Greater Spokane Council of Churches. 
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Looking at Chicago today from the exact spot 
where it was founded. On the near shore of the 
Chicago River immediately behind the two sky- 
scrapers in the foreground is the site of the 
original Fort Dearborn, historically connected 
with the famous Indian massacre in the War of 
1812. Stretching to the north on the other side 
of the river is the colorful section of North 
Michigan Avenue, known as the “Magnificent 
Mile”—five blocks of the most fashionable and 
exclusive shops where the woman is queen. The 
two shiny white twin Wrigley buildings are 
seen in the center and the imposing Chicago 
Tribune building in the right foreground. 


1962 CONVENTION CITY 
CROSSROADS 
OF THE NATION 
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State Street—World Famous Shopping Center. 
Ten blocks in length—widely termed the “Main 
Street of the Western Hemisphere.” World’s 
most highly concentrated single shopping dis- 
trict. To the right, note the Palmer House, site 
of the International Convention, July 25-28, 
1962. A block or two down the street is Mar- 
shall Field’s, a must for every visitor. 
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Buckingham Fountain with Michigan a aia in the hestiaieanl Pitwesmuiie termed the 
“Front Window of Chicago.” Facing Grant Park, Michigan Avenue has no eastern wall, the lofty 
skyscrapers overlooking Lake Michigan give Chicago its colorful skyline. 


Ninety years ago Mrs. O’Leary’s cow kicked over a exciting city towering above the waters of Lake Michi- 
gan promise a never-to-be-forgotten experience of our 

America’s boisterous and promising young cities was Convention next year. 
mostly ashes and rubble. Then a city of less than 
300,000, Chicago has come a long way since that fateful 
October night in 1871. Today it is the crossroads of the 
nation’s transportation, a top-ranking industrial center, nificent Mile,” steel mills and grain elevators, Mer- 
the commercial and financial capital of the Midwest, chandise Mart and McCormick Place, Comiskey Park 
and “home town” to three and one-half million people. and Oak Street Beach, Navy Pier and the old Water 
The famed downtown Loop and Gold Coast of this Tower, ocean ships and a river than runs backwards. 


To the millions who live, work, shop or play there, 
Chicago is State Street and Michigan Avenue’s “‘Mag- 


Lake Shore Drive. Part of Chicago’s thirty miles of picturesque shoreline along Lake Michigan 
“Urbs in Horto”—a city in a garden. The cool breezes from the lake moderate the heat and act 
as a giant air conditioner. Average temperature in July is 72.9. 
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THE ARTor CHRISTMAS 


The Tender Story of the Birth of the Christ Child at Bethlehem Has Been the Inspiration for Some of the 
World’s Greatest Art. 


N the early years of the Fifteenth 

Century a saintly youth barely 

in his twenties journeyed with a little 

band of Dominican monks to San 

Marco Monastery in Florence, which 

was being restored by the wealthy 
Medici family. 

Young Fra Guido de Fiesole had 
shown some promise as a painter and 
to him the Father Prior assigned the 
task of decorating the bare walls 
of the old buildings. 

For the next fifty years, the holy 
friar performed his daily “acts of 
adoration,” creating frescoes at San 
Marco and elsewhere which rank 
with the greatest art of the Italian 
Renaissance. 

For his inspiration, Fra Guido— 
whom later generations would know 
as Fra Angelico, “The Angelic 
Painter,” dedicated himself to the 
Virgin Mother and the wondrous 
events concerning the birth of the 
Christ Child. Among his best known 
works are the “Annunciation” (of the 
coming Nativity) and the “Corona- 
tion of the Virgin.” 

Nearly a century after young 
Guido’s arrival at San Marco, the 
Christmas story was the inspired 
choice of another Renaissance master 
for his last, and perhaps his great- 
est painting. The artist was Ales- 
sandro di Mariano dei Filippi, whom 
his contemporaries had affectionately 
nicknamed “The Little Barrel,” 
Sandro Botticelli. 


At the peak of his career as a cele- 
brated artist, Botticelli became 
deeply disturbed by a new pagan in- 
fluence upon the arts that had re- 
placed the humanism of Saint 
Francis. He decided to forsake paint- The Holy Family by Luca Signorelli is an excellent example of the f ful styl 
ing and spend his remaining years and heroic grandeur of the great Tuscan painter. siecle ete eee 
in prayer and contemplation. 

For his final effort, Botticelli chose 
the Christmas scene. His “Nativity,” 





Sassetta’s Journey of the Magi. 
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an eloquent and elaborate master- 
piece, has been called the zenith of 
his lifelong efforts to attain spirit- 
uality and beauty in art. 

The wonderful story of the virgin 
birth has inspired artists for twenty 
centuries. Each has drawn from 
Scripture and legend, borrowed from 
earlier painters and added the cus- 
toms, tones, and tempos of his own 
time. 

Each has sought to capture on 
canvas the serenity of the Madonna, 
the wonder of the shepherds and 


* 


discovered in the Catacombs in 1953. 
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Virgin and Child with Saint Felix is a noted fresco 
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the joy of the angelic chorus pro- 
claiming peace on earth. 

Giotto, founder of the Florentine 
School and father of modern paint- 
ing, created a “Nativity” as did 
another Renaissance master, della 
Francesca, and El Greco, the great 
Cretan painter, whose work is more 
closely identified with Spain than 
any of her native artists. 

In recent years there has been an 
increasing interest in serious art on 
greeting cards for religious holidays. 

This innovation is the combined 






at 
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Giotto’s Adoration of the Magi. 





venture of Albert Skira of Geneva, 
famous publisher of books of famous 
paintings, and recognized interna- 
tional leader in the field of graphic 
arts, and Joyce C. Hall of Hallmark 
Cards. 


In addition to the masterpieces 
mentioned above, the collection in- 
cludes Jan Bossart’s “Adoration of 
the Kings”; Bassano’s “Adoration of 
the Shepherds”; Sassetta’s “Journey 
of the Magi,” and one of the finest 
early landscapes of modern art, 
Joachim Patinir’s “Flight Into 
Egypt.” 





The famed Tempi Madonna by Raphael. 
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Special for NSA Members 


HE December 1960 issue of “The Secretary” con- 
tains an article on income tax information which 
proved helpful to many of its readers. Since the 
present year is coming to a close we wish to remind 
you that in the case of Rita M. Callinan (a member 
of NSA), Petitioner, vs. Commissioner of Internal 
Revenue, Respondent, 12 T.C.M. 170, the Tax Court 
allowed the expense of attending our *National Con- 
vention as a professional expense deduction. The 
expense deductions are limited to travel, hotel, meals, 
registration fee, and incidentals, exclusive of personal 
entertainment. Whether you take the standard ten 
per cent deduction, or use the optional tax table, or 
itemize deductions to exceed ten per cent, you are 
entitled to deduct convention expenses from your 
gross income. In deducting convention expenses from 
your gross income, an itemized schedule of the con- 
vention expenses must be attached to your return. 
Indicate “Schedule Attached” below your Em- 
ployer’s name on line 1, page 1 of the tax return (Form 
1040). Suppose your wages were $4,800.00 for the 
year, and you have indicated “Schedule Attached” 
totaling $400.00 convention expenses. In the space 
indicating ENTER TOTALS HERE, you would show 
$4,400.00. If line 6 is “none,” line 7 would show 
$4,400.00; and if lines 8, 9, and 10 show “none” line 
11, ADJUSTED GROSS INCOME, would show 
$4,400.00. From this amount you would then deduct 
the standard 10 per cent deductions, or the amount 
applicable to your individual circumstances. 


The “Attached Schedule” would be completed as 
follows: 
SCHEDULE 


Professional Expenses Incurred Attending 
The National Secretaries Association 
(International) Convention, Los Angeles, 
California, July 1961. 


Gross Income $4,800.00 
Expenses: 
Registration Fee $ 20.00 
Travel 290.00 
Hotel . 60.00 
Meals - -. 30.00 
Total Expenses 400.00 


ADJUSTED GROSS INCOME... ....$4,400.00* 
*Enter this total on line 1 of page 1. 


It is important that you keep accurate records of 
your expenses so as to be able to substantiate your 


*At the time of this ruling “National” was the proper 
terminology for our International Convention. 
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INCOME TAX 


deduction in the event it is questioned by your local 
Internal Revenue Agent. It is further recommended 
that you include the following legend at the end of 
the aforementioned schedule which is to be attached 
to your tax return: “Deduction claimed in accordance 
with Code Reg. Section 1-162-2; Rita M. Callinan, 
12 T.C.M. 170; C.C.H. Standard Federal Tax Reporter 
1961, Vol. 2, § 1850.74, page 22,017-22,018.” 


The opinion of the Tax Court in the case of Rita 
M. Callinan is as follows: 


Rita M. Callinan, Petitioner v. Commissioner of 
Internal Revenue, Respondent. 


Docket No. 38626—Held that Petitioner is not liable 
for a deficiency in her income tax return for the 
calendar year 1948, Respondent having conceded that 
expenses incurred in attending a National Convention 
of an association of which she was a member, are 
deductible. 


OPINION 

Section #23 (a) (1) (A) of the Internal Revenue 
Code provides that in computing the net income there 
shall be allowed as deductions “All the ordinary and 
necessary expense paid or incurred during the taxable 
year in carrying on any trade or business, including 
a reasonable allowance for salaries or other compensa- 
tion for personal services actually rendered; traveling 
expenses (including the entire amount expended for 
meals and lodging) while away from home in pursuit 
of a trade or business.” 


Petitioner, in brief, contends that “the expenses of 
attending a convention of The National Secretaries 
Association by a member of that organization falls 
within the well established rule that expenses of attend- 
ing professional conventions are deductible” and that 
“whether or not secretaries constitute a professional 
group, as a business organization trying to elevate 
their standards and promote the general welfare of 
their members, the expenses of attending a convention 
for that purpose are deductible on the same principle 
as professional groups.” In support of these conten- 
tions she has cited a number of decisions of this Court. 


The respondent, in lieu of filing brief, has advised 
the Court that “he does not find this case distinguish- 
able from decided cases on convention expense deduc- 
tions in which he has acquiesced. Therefore, he no 
longer presses the issue and agrees to the entry of an 
order of no deficiency.” 
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INFORMATION — 


In view of this concession by Respondent, decision 
was entered for the Petitioner on February 19, 1953. 


The above case was decided prior to the 1954 Code. 
However, the 1954 Code appears to have made no 
change in this regard. C.C.H. Standard Federal Tax 
Reporter 1961, Vol. 2, § 1350.74, states the following: 


.074 Self-employment not necessary. Expenditures 
incurred in attending business conventions are deduct- 
ible as ordinary and necessary business expenses. Court 
decisions and official rulings in the past have allowed 
this deduction to lawyers, doctors, dentists, clergymen, 
and teachers. As noted, those individuals for the 
most part represent professional or self-employed 
people. Apparently, however, the deduction is by no 
means limited to such individuals as evidenced by 
the CALLINAN case at .0815 below wherein a legal 
secretary, who was a member of the National Secre- 
taries Association, was allowed to deduct expenses 
(travel, lodging, meals, and incidentals, exclusive of 
entertainment) incurred in attending the national con- 
vention of the Association. The Commissioner, in lieu 
of filing a brief, advised the court that he could see 
no distinction between the instant case and those cases 
involving convention expenses of lawyers, physicians, 
and teachers. He, therefore, conceded the issue. 
Although the CALLINAN case itself does not set forth 
a rule on the subject, it does, however, indicate that 
mere membership in-a business organization, regardless 
of whether the individual is self-employed or an em- 
ployee, will entitle him to a business expense deduc- 
tion for the cost of attending the organization’s annual 
convention. 


“Primarily for business” test. Where a taxpayer 
makes a business trip such as attending a convention, 
and as an incident to the trip engages in some personal 
activity such as social entertaining and sightseeing, 
the expense allocable to the personal activities is not 
deductible. If the trip is primarily a vacation, the Tax 
Court, and now the Commissioner’s regulations, hold 
that the expenses which are ordinary and necessary 
and directly related to the taxpayer's business are 
deductible. 


Because of their close similarity in nature and pur- 
pose to international conventions, this indicates that 
deductions of expenses incurred in attending regional 
and district conferences and division meetings will be 
allowed in the same fashion as are international con- 
vention expenses. 
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For further information applicable to your indi- 
vidual circumstances contact your local Internal 
Revenue Service. 


The deductibility of expenses incurred in applying 
for, preparing for, and taking the CPS examination 
varies with each taxpayer’s personal situation. Expend- 
itures made by a taxpayer for his education are de- 
ductible if they are for education undertaken primarily 
for the purpose of: (1) maintaining or improving skills 
required by the taxpayer in his employment or other 
trade or business; or (2) meeting the express require- 
ments of the taxpayer’s employer, or the requirements 
of applicable law or regulations, imposed as a condi- 
tion to the retention by the taxpayer of his salary, 
status or employment. According to the Commissioner, 
education is considered to be of the type referred to 
in (1) above if it is customary for other established 
members of the taxpayer’s trade or business to under- 
take such education. However, the Tax Court has held 
that it is not absolutely necessary that customariness 
be established, but that the emphasis is to be placed 
upon the primary purpose of the education. Inasmuch 
as the CPS examination, standing alone, is not a course 
of study, it is uncertain whether expenses incurred in 
applying for and taking the CPS examination are de- 
ductible under (1) above. However, you can claim 
expenses incurred for workshops and study courses 
taken for maintaining or improving skills required in 
your employment, and this could include expenses in 
preparing for the CPS examination by way of work- 
shops, study courses, and the like. If the preparatory 
study courses and workshops and the CPS examina- 
tion are viewed together as a single educational pro- 
gram (and this would seem to be the practical and 
proper as well as reasonable interpretation), then it 
would appear that expenses of applying for, preparing 
for, and taking the CPS examination would be deduct- 
ible under (1) above if the program is undertaken by 
you for the purpose of maintaining or improving skills 
required in your employment. If you have previously 
qualified for your position and thereafter you are 
required by your employer to pass the CPS examina- 
tion as a condition to the retention by you of your 
salary, status, or employment, then it would appear 
that expenses incurred by you in applying for, pre- 
paring for, and taking the CPS examination would 
be deductible under (2) above. If the examination 
and preparatory study courses and workshops are 
taken for the purpose of increasing your salary, or 
improving your status, or to obtain other employment, 


(Continued on Page 24) 
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by Margaret Simonel 


Chairman, International 


Secretary of the Year Committee 
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Applications for the 1962 SOTY 
Contest will be mailed to all chapter 
presidents. Deadline for contest en- 
tries is February 1, 1962. Is a mem- 
ber of your chapter the next Secre- 
lary of The Year? 


HAT does it take to achieve suc- 

cess? Intelligence, proficiency, 
integrity, ambition, desire, unselfish- 
ness, humility, creativity, imagina- 
tion, interest. 

That is a big order, but for those 
who are charged with the desire to 
excel—with a bit of daring and ad- 
venture, and a generous portion of 
will power—that order is a challenge 
and fulfillment is their goal. 

What does it take to become a 
SOTY? The requirements are identi- 
cal to those necessary for achieving 
success—the goal is the same—the 
Secretary of the Year reaches the top 
because of her personal and profes- 
sional excellence—she is tops in her 
chosen profession — and has earned 
recognition through hard work and 
sacrifices. 

Success is offered to you. Yes, to 
YOU! 

The National Secretaries Associa- 
tion (International) recognizes the 
secretary who has the qualifications 
of a leader and success is offered to 
her through participation in the Sec- 
retary of the Year event. 

Why do we have a contest? 

The SOTY Contest stimulates in- 
terest in educational programs and 
the desire for development and prog- 
ess. The contest creates interest 
locally through newspaper releases: 
Recognizing the invaluable influence 
of woman’s life in all she touches, 
management is attracted to NSA 
through such publicity. Membership 
in our organization and participation 


in its activities, as well as our educa- 
tional programs, increase the value of 
secretaries on their jobs. 


The SOTY Contest opens the 
doors to success for many top-level 
secretaries who otherwise would not 
have the opportunity to have their 
backgrounds evaluated. The SOTY 
Contest reveals the background ma- 
terial of an NSA member and, by and 
large, it is most impressive. She is 
highlighted during the entire year 
and is recognized for what she has 
accomplished. 


What have YOU done to attain 
this recognition? Have you improved 
yourself educationally? Have you 
taken or are you preparing for the 
CPS examination? Have you will- 
ingly accepted the responsibility of 
an officer—or other assigned duties— 
in your chapter? Have you con- 
tributed your time and talents to our 
organization by participating in its 
activities, its educational program, 
in furthering its growth? 


These, the potential Secretary of 
the Year has done—and more! She 
is prepared for her role at the top. 


This progressive development is 
recognized by her chapter by select- 
ing her as its contestant in the event. 


The SOTY stairway to success will 
have many aspirants, but mere wish- 
ing will not pave the way. Those 
who have not fortified themselves 
sufficiently will not advance beyond 
the first landing. The climb to the 
second landing is steep and many 
will fall by the wayside. It is not 
an easy task for those remaining to 
reach the third landing, but the ful- 
fillment of the desire for success is 
ahead of them and they ascend to the 
beckoning light at the top. 


Let’s count them—those who reach 
the third landing—only five can 
reach this plateau. Yes, the Secre- 
tary of the Year event is truly “a 
tribute to excellence.” 
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through Avidae Scribae Chapter 
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i today’s secretary being auto- 

mated right out of her job? Will 
a battery of dictating, transcribing, 
copying, message-taking, filing, bill- 
ing, posting, and typing machines 
replace her? You can bet your life 
they won’t! 

The most automated industry in 
America today is probably the com- 
munications field. That familiar dial 
telephone is actually a real computor, 
able to “remember” and to use 
“logic.” Yet, over 200,000 telephone 
company operators are needed to 
“‘wo-man” the telephone system, and 
the number is growing! More than 
50,000 new operators are hired and 
trained each year to fill vacated posi- 
tions and create new ones. These 
figures do not take into account the 
girls behind the thousands of private 
executives across the country who 
combine memory, logic, swift-concise 
action, and charm, in one convenient 
package. 

And, do not think it did not take 
the executive in his plush office a long 
while to acknowledge the value of the 
“poor working girl.” 


We found the turn of the century 
paying the “typewriter”—yesterday’s 
title for a typist-steno—$10 for a 
grueling 54 hours’ work-week. Many 
bosses complained that after they 
had spent months or years training a 
girl for business . . . she had the nerve 
to run off and get married! One such 
frustrated employer ran an ad de- 
manding a girl who would sign a con- 
tract not to get married . . . ever! 


Yet ... women slowly made a 
place for themselves in the business 
world .. . a place that would be im- 
possible to fill, even with today’s 
electronic marvels. As a matter of 
fact, automation is making the secre- 
tary’s role more important than ever 
before. 


Take the vivicopy, a machine that 
reproduces copies of letters, invoices, 
reports, articles, etc., in a matter of 
seconds. It may eliminate many of 


her tedious copy-typing duties—but 
it also frees her to multiply and per- 
fect her other jobs. Correspondence; 
reminding the busy executive of his 
wife’s birthday, his anniversary, etc.; 
keeping the office tidy; filing; ap- 
pointment making and breaking—are 
all now within the provide of the gal 
Friday. 

The busy secretary, who, years 
ago, amounted to nothing more than 
a flustered, exhausted office drudge 
by 5 p.m. now owes much of her 
well-groomed appearance and poised 
charm to the same “monster” that 
seemed to threaten her livelihood— 
automation. 

No more broken fingernails from 
frenetic typing thanks to soft-touch 
typewriters. No more five o’clock 
headaches from a balance sheet that 
didn’t balance thanks to simplified 
billing and posting equipment. No 
need for smudged hands and face 
from contact with messy reproduc- 
tions and developer fluid thanks to 
the “clean-as-a-whistle” Marlex-type 
polyethylene cartridges. And almost 
no more stocking runs from dashing 
around desks thanks to her automatic 
servants. 

Yet, just because she is still pleas- 
ing to the eye at the day’s end, when 
everyone else is ready to collapse, 
don’t think her life’s a picnic. NO 
MACHINE has been built that can 
think up spur-of-the-moment excuses 
for broken appointments .. . or kid a 
disgruntled boss out of his bad humor 
... or pacify impatient clients. These 
chores require that special charm 
and way of thinking — peculiar to 
secretaries. 

So, when that new office equip- 
ment starts buzzing away at top ef- 
ficiency and you begin to wonder 
about the need for that pretty miss 
sitting at her lonely desk . . . don’t 
sell her short. You’d be in an awful 
fix without that fabulous gal Friday. 
SHE’S THE BEST INVESTMENT 
YOU EVER MADE! 
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HETHER you plan to tackle 

CPS or simply want to improve 
your secretarial practices and gain a 
more comprehensive knowledge of 
the business world, there are several 
relatively painless avenues of learn- 
ing open to you. It is just a matter 
of forming some good reading habits. 


Vocabulary Building 


Your local newspapers carry a 
world of valuable information. One 
syndicated feature carried by a ma- 
jority of newspapers throughout the 
country presents a cartoon illustrat- 
ing a new word each day. Beneath 
the cartoon you are given the correct 
pronunciation, what part of speech it 
is, and the dictionary definition. If 
you will take a minute or two each 
morning to read this item carefully 
and then use the word in two or three 
sentences, you will find your vocabu- 
lary increasing rapidly. Examina- 
tions have proved that an extensive 
vocabulary, more than any other one 
characteristic, accompanies outstand- 
ing success. 


Grammar 


Another fine source of learning in 
the newspapers is a syndicated col- 
umn on English usage. This column 
offers all sorts of grammatical tidbits 
of great value to everyone. Some- 
times it is an essay-type column, 
other times a question-and-answer 
column, but more often than not it is 
a quiz-type column. If you should 
happen to know all the answers one 
day, stick with it for you are sure to 
discover something you did not know 
the next day. Many of us, even those 
who hold really important positions, 
make rather serious grammatical 
errors, and we make these same mis- 
takes over and over again. The rea- 
son for this usually is that we have 
been out of school and away from 
supervised grammar for so long that 
we have slipped into the habit of 


repeating what we hear others say, 
and we just do not realize it is in- 
correct. Reading this type of column 
daily should soon straighten out all 
of us. 


Quizzes and Editorials 


Another interesting syndicated fea- 
ture is a question-and-answer type 
column dealing with small businesses 
and their problems. Everything in 
this column is not of prime impor- 
tance to the secretary, but over-all 
you will gain some interesting gen- 
eral knowledge, and it is only slightly 
less interesting than the lovelorn 
columns. 


Syndicated financial columns are 
also sources of good general informa- 
tion. Do not be discouraged if these 
seem dull at first—like olives, you 
can develop a taste for them; and 
once you do you will never believe 
you once considered them uninter- 
esting. 


We are all aware of the value of 
the editorial pages. Whether biased 
or not, they make interesting reading 
and give us plenty of food for 
thought. They keep us abreast of 
current events and_ controversial 
issues at all levels of government— 
national, state, county and munici- 
pal. If our opinions differ with the 
editor’s, so much the better, for it 
keeps our brain cells active. 


Finance and Investments 


The financial page is a “must” for 
CPS aspirants and a “should” for 
others. To many, the financial page 
might just as well be written in 
Greek, but the more you read it the 
more you understand. Naturally, un- 
less you are a heavy investor, there 
is not much point in reading all the 
transactions listed. However, do pick 
out three or four, pretend you have 
purchased stocks, and keep track of 
them each day. In this way, you will 
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familiarize yourself with the activity 
of the stock market. You can give the 
financial punch a little local flavor 
by following companies located with- 
in your city or state, or germane to 
your employer’s business. To become 
familiar with financial terminology, 
read the market summary articles 
faithfully each day. 


Read whatever business magazines 
are available to you. If you do not 
subscribe to them yourself, borrow 
the boss’s at coffee break, at lunch, or 
overnight. Several of the leading 
magazines have excellent business 
capsule sections, and others quite 
often have good full-length articles of 
import to the business world. 


Know Where to Look 


Keep an up-to-date dictionary and 
a secretarial handbook on your desk 
at all times. Never wonder whether 
or not you have done something right. 
Whenever there is the slightest doubt 
in your mind, look it up. Note the 
emphasis placed on the words up-to- 
date. 
pronunciations 
words and usages are being approved 
and placed in the dictionary every 


Spellings change, preferred 


change, and new 


year. Many things once considered 
incorrect have now become correct 
through common usage. Never be 
ashamed of having to look up some- 
thing you do not know, for it is not 
so much the “knowing” as the “know- 
ing where to look” that distinguishes 


the good secretary from the ordinary. 


In summation, read everything you 
see that has any bearing on the busi- 
ness world, and you are bound to 
further your business education. And 
remember—of all the pie slices in 
that budget of yours, none gives you 
a better return for your money than 
does the newspapers you buy for a 
nickel. Be 
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NEW PRODUCTS and METHODS 
for SECRETARIES 





The Embosser, capable of a lifetime of 
impressions, will turn ordinary note 
paper into distinctive personalized sta- 
tionery by embossing your own three 
line name and address. Also available, 
models to emboss three initial mono- 
gram or a single initial wreath in sev- 
eral tasteful type styles. Write Art Seal 
& Embosser Company, 1115 W. Wash- 
ington Blvd., Chicago 7, Illinois. 








EXECUTIVE DESK DIARY 


Contains fourteen-month appointment 
section, expense record-keeping space, 
cover pocket, and useful maps, and 
sixty-three page information section 
with cover made of heavy duty vinyl. 
Write Executive Desk Diary Ltd., 717 
Fifth Avenue, New York 22, New York. 





THE “ERASE-HORSE” 


A new battery-operated erasing ma- 
chine weighs only six ounces. With a 
reversing switch and two-speed motor 
engineered to deliver the right R.P.M. 
and torque for a perfect erasing job. 
Case is unbreakable plastic and styled 
in attractive color. Erasers are replace- 
able in seconds, and of a small diameter 
for fine point erasing. Write ‘Erase- 
Horse,” Inc., P. O. Box 20104, Houston 
25, Texas. 





ALPHABET TABS 


The simplest method to alphabetize 
files, cards, binders, and other office 
materials, is now available from Avery 
Label Company, Monrovia, Calif. 
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DISTRICT 
ASSISTANT 
EDITORS 


Great Lakes District 


Anne R. Bucciero, CPS 
34th Floor, David Stott Building 
Detroit, Michigan 


Northeast District 


Venera Rizzo, CPS 
564 Madison Avenue 
Albany 8, New York 


Northwest District 


Eloise Anderson, CPS 
120 Bacon Drive 
Boise, Idaho 


Southeast District 


Martha Nunnelly 
1023 West 31st Street 
Blue Mountain, Alabama 


Southwest District 


Hilda R. Poppell 
4105 South Miro, Apt. A 
New Orleans 25, Louisiana 
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(Continued from Page 19) 


or to obtain a new position or substantial advance- 
ment in a position, or to fulfill your general educational 
aspirations, or other personal purposes, then said ex- 
penses would not be deductible; however . . . the fact 
that a new job or advancement in a position may result 
does not preclude the deduction so long as the educa- 
tion is primarily undertaken for one of the two pur- 
poses set forth in (1) and (2) above. The deduction 
of expenses incurred under (2) above is limited to 
expenses for the minimum education required as a 
condition to the retention of the taxpayer’s salary, 
status, or employment. Expenses for education in 
excess of that necessary to retain the taxpayer’s 
salary, status, or employment may be deducted only 
if such education is undertaken under (1) above. 


If you are an employee and you travel away from 
home primarily to obtain education under (1) or (2) 
above, then your traveling expenses (including the 
cost of meals and lodging) while away from home 
overnight, and transportation expenses (excluding the 
cost of meals and lodging) not involving overnight 
travel, are deductible from gross income even though 
the standard deduction is taken or the optional tax 
table is used, in the same manner as convention ex- 
penses discussed above. If your employer reimburses 
you for any such expenses, you must reflect the amount 
of such reimbursement in your gross income. Your 
expenses for tuition, books, lab fees, and the like, 
incurred in pursuing such educational activities are 
likewise deductible in computing your adjusted gross 
income to the extent your employer reimburses you 
for such expenses, but you must reflect the amount 
of such reimbursement in your gross income. Your 
unreimbursed expenditures for such tuition, books, 
lab fees and the like, are deductible on page 2 of 
your tax return (Form 1040) under “other deduc- 
tions,” provided, however, that the standard deduc- 
tion is not claimed and the optional tax table is not 
used. You may also deduct your dues in the same 
fashion as you would deduct such tuition, books, lab 
fees, and the like. If you are self-employed your 
deductible educational and other business expenses 
can be claimed on Schedule C (Profit or Loss from 
Business or Profession) of your tax return (Form 
1040) even though you take the standard deduction. 


There is no ruling at present allowing chapter 
dinner meeting expenses as a deductible expense. 
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FLYING LIBERAL ARTS TOUR 


(Departure from New York) 


March 15, 1962 


Reservation Deadline 


January 31, 1962 


SECRETARIES WEEK 
April 22-28, 1962 


SECRETARIES DAY 
April 25, 1962 


HOLIDAYS FOR SECRETARIES 


Two- and three-week tours following 
the International Convention in July 1962 


1962 INTERNATIONAL CONVENTION 
Chicago, Illinois 
July 25-28, 1962 
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AVAILABLE FROM 


THE NATIONAL SECRETARIES ASSOCIATION 
(INTERNATIONAL) 


1103 Granp AVENUE, SuITE 410 


Kansas City 6, Missouri 


Single copy to members $1.75 
Single copy to nonmembers $2.25 











CPS EXAMINATION DEADLINES 


FEBRUARY 1 


Final date for acceptance of retake fees. 


DEADLINE FOR NEW TAKE FEES 


Ten days after date of letter from Qualifications 
Committee chairman stating that the application 
has been accepted and is qualified to take the 
examination. 


FEBRUARY 20 


Final date for withdrawal from the examination 
with full refund. Later withdrawal will mean par- 
tial forfeiture of fees. 


MAY 4-5 
1962 CPS Examination. 
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N his 1600 years on earth . . . Santa Claus has grown 

a long, white beard, moved from a small village in 
Asia Minor to a toy factory at the North Pole, and 
changed from flowing robes into a red and white furry 
suit. He has become shorter, rounder, and much, much 
merrier than the original Santa Claus. 

Born in Patras; Asis Minor, Young Nicholas—in- 
stead of being interested in games and play—devoted 
himself to the study of the Scriptures. Because of his 
remarkable boyhood, he was later accepted as the 
patron saint of children. 

Being of very rich parents, Nicholas was able to 
share his wealth with others. He found particular joy 
in providing gifts for children, or the dowry necessary 
to start a needy young woman on the road to a happy 
marriage. His travels brought him to the large city of 
Myra where he was consecrated Archbishop. 

St. Nicholas died on December 6, about 341 .. . but 
not before he had saved a ship from a threatening 
storm with his prayer, found a way to feed all the 
people of Myra during a famine, and deposited three 
bags of gold upon the doorstep of a poor merchant. 

Today, there is hardly a seacoast city in any Cath- 
olic country that does not have a chapel dedicated to 
him. He is the patron saint of bankers, pawnbrokers, 
maidens, children, mariners, scholars . . . and even 
thieves! 

Europe has always celebrated St. Nicholas Day on 
December 6 and this is the traditional day of gift giv- 
ing. But in the New World, St. Nicholas gave up his 
own day and became a well-loved part of the Christmas 
celebration. 

Dutch settlers brought Santa Nikalaus to New Am- 
sterdam. At first he appeared to resemble Father 
Knickerbocker. American history researchers at the 
John Hancock Mutual Life Insurance Company tell us 
that Thomas Nast, famous cartoonist, periodically 
dressed his Santas in suits of red, white, and blue for 
patriotism’s sake. 

Washington Irving described the merry gift-giver as 
a tubby little fellow with a jolly manner who sped 
through the air on a reindeer sleigh. 

From this interpretation came the basis for Clement 
Clark Moore’s beloved “A Visit From St. Nicholas.” 


Doctor Moore, Professor at a New York Theological 
Seminary, composed the poem for his children who first 
heard it on Christmas Eve, 1822. 


“He was dressed all in furs from his head to his foot 
and his clothes were all tarnished with ashes and soot 
... he was chubby and plump, a right jolly old elf, and 
I laughed when I saw him in spite of myself.” 


This was how Doctor Moore saw Santa Claus, and, 
thanks to his vivid characterization, this is how chil- 
dren have pictured him ever since. 

The laughing man with the big heart adds to the 
joy of Christmas for children everywhere . . . but what 
hdppens to the child who huddles on the stairway 
watching for Santa till his eyelids drop? Or the child 
who does not see footprints in the snow on Christmas 
morning? Or the child who has been told there is no 
Santa Claus? 

For him, Christmas becomes a sad time. A little girl 
named Virginia once wrote to a newspaper editor, ask- 
ing him to help solve the puzzling problem of Santa’s 
existence. Virginia received an answer that has become 
a classic in American journalism. 


And for children who have not found Virginia’s 
answer, the Hancock company has prepared a special 
advertisement. Written for everyone—no matter what 
size his Christmas stocking—it tells the story of a 
Roman soldier, a German infantryman, a little second- 
grader. They all had one thing in common. They all 
helped to prove the existence of Santa Claus. 

The Saga of Santa has acquired many satellites 
through the years. Some people believe that in addi- 
tion to his gifts, the ancient Bishop carries a bundle of 
birch rods in order to punish the naughty as well as 
reward the virtuous. 

The youngsters of Holland are taught that Santa 
travels with a sinister demon who does Old Saint Nick’s 
“dirty work.” 

The French remember him as Pere Noel, the Ger- 
mans as Saint Nicolaas who fills shoes with goodies, 
and the Norwegians as Kriss Kringle. To children, he 
is excitement, generosity, surprise, and fun, all wrapped 
up in one jolly package. The Saga of Santa is one 
they never tire of hearing! 








